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UPDATING RELATIONSHIPS IN A CASE

All relationships in cases are based on the relationship the person has to the Reference
Person in the case.    The Reference Person is the name that is associated with the case.  In
most cases, the reference person is the mother in the family.    The exception is for Juvenile
Justice cases and Voluntary Kinship cases, the child would be the Reference Person and case
name.

1. Click on the Cases Expando to view all cases assigned to you.
2. Click on the case name hyperlink, which will open the Maintain Case Window.

3. Each participant is listed on the bottom of the first tab on the Case Maintenance page. Each
person’s relationship to the reference person is shown highlighted in blue under the
Relationship Column. Use the scroll bar on the right of the screen to view all the participants
in the case.

4. To update the person relationships, click on the Relationship Field and select a new
relationship from the drop down list.

5. When all necessary changes have been made, click on the Save button the click on the
Close button to return to the Worker Desktop.


